Mar 03                  JMC/AFSC FORMS GUIDANCE      

The JMC/AFSC Forms Management Officer (FMO) is Susan Brown, 

AMSJM-IMP, e-mail browns6   

_________________________________________________________________________                            

1.  Whenever possible, proponents will issue JMC/AFSC forms (command-wide use) rather than AMSJM/SJMFS forms (local use only).  This eliminates the need for our other installations to create their own local forms for the same purpose.  Also, HQ proponents may want to staff their proposed forms with their subordinate counterparts to create a form acceptable by all.

2.  Whenever possible, forms will be created electronically.  This 

will be done by the FMO, using FormFlow, MS Word, or Adobe Acrobat 

software.  Finalized forms will be added to the Forms Web site.

3.  Forms used by other than the proponent's directorate/office must be prescribed by a JMC/AFSC pub per AR 25-30, Para 4-1b. (Local pubs guidance is at the Publications Web site).   

4.  For each form being requested, send the following info to the FMO, AMSJM-IMP:

    a.  Handwritten or electronic image of how you want the form to look; include the Privacy Act statement, if applicable, IAW AR 25-55,

Para 3.12.a.

    b.  Description of each field/block (e.g., title, number of char-

acters, type of field such as numeric, alpha-numeric, date, etc.).  

This is N/A for hardcopy forms.  

    c.  Is it a local AMSJM/SJMFS form (used by the HQ proponent) or a command JMC/AFSC form (used by the proponent's subordinate counterparts)?  

    d.  Identify the form number of each form being superseded (for

hardcopy forms, cite whether or not previous editions may be used).  

    e.  For revisions of command forms, cite the JMC/AFSC pub number which prescribes use of the form.  For new command forms, include the 

draft or finalized pub which prescribes its use.

    f.  For hardcopy forms, indicate the number of copies to be 

printed & the location of the proponent where copies are to be 

delivered; e.g., Repro drop point/building 350/3d floor/middle bay.

    g.  Identify the form series number which the proponent selects from AR 25-40, Appendix H, page 172.  (These series numbers are the same numbers used for numbering pubs.) 

NOTE 1:  Proponents of hardcopy forms are responsible for notifying

local & off-post users of availability of new/revised forms, & for

maintaining stock in their own office & promptly filling orders from 

users.  When stock level gets low, forward a completed repro form to 

AMSJM-IMP for processing (include copy of the form to repro).  

NOTE 2:  AMSJM-IMP will add electronic forms to the forms web page

& notify proponents of it's availability; proponents should then

notify local & off-post users via e-mail that new form is on the web.

5.  The FMO will update the index of local & command forms which also

resides on the forms web page.  The FMO will conduct a periodic review 

of all forms to determine their continued necessity, however, proponents should notify the FMO at any time a form becomes obsolete.   

